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APPLICATION FOR RECORDS DISPOSITION STANDARD

/ L

INSTRUCTIONS: Prepare in duplicate and forward to" the Records Management Analyst, Management Systems Division

3.

4. Person to Contact

b e

7

Dept , Division, Subulivision & Adminisiering Office Address FOR RECORDS MANA(?EIRENT DIVISION USE
! ‘ ':Date Received Application No. Date Completed

Department of Finance and Administration:. gy 3 | 1978 TR  auc 8 1978
Division of Contracts and Procurement '

Peachtree Summit, 401 W. Peachtree St. NE |1 Apnlication [ 2. Dept. Application No.
Atlanta, Georgia 30308 ”

ﬂéj—ﬂaﬁ?ﬁg Title 6. Telephone Number
U. C. Burnette Manager of Contracts 586-5273

Action Requesied
a. [ Establish Retention Schedule; record will continue to accumulate.

. [ Dispose of present accumulation; no Turther accumulation anticipated. ' ,
c. J Amend Application No. Check One: [ Change; [0 Supercede: [ Void

8.
Earliest Latest

Dates of Series 9. Records Series Title {followed by title used in office; if different)

1972 N Present Construction Unsuccessful Bids Files

110.

11. Record Series Descr-iplion This file contains the foIIExwing documents finclude form numbers and titles, if any):

Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and .
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit opeérations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and democlition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. l

ot

Attach samples of the file. . .

Documents relating to: Vendor submission of a completed bid document to provide
specific construction services or long-range procurement
items to the Authority. .

Included are:

Completed bid documents of vendors not awarded the
contract on the subject construction or long-range
procurement item. .

File is arranged: ‘ Alphanumerically by Construction Contract Unit number,
then alphabetically by bidder name.

12.

3

Monthly Reference Rate How often are records referred to which are:

Onetosixmonthsold 1 = 9 __ ; Seven to twelve months old 0 "'_]-_ —- : Thirteen to twenty-four months old 0

twenty-five months and older 07#_,,_ ?

13.

Annual Rate of Accumutation of Records

Lettersizedrawers . ; Legal-size drawers e Shelves 2 ."5______;0the;( ify) . Y -

»

3012 (3/76)




e remivpp

YES | NO [ 14, Ouestuonnalre (Placu an )f in lhe proper column) . i

i e —

a. s this the offncnal copy of 1he senes? .

X L t not, where is it? ) e e
b. Does the series contain confldenual mformatmn requiring security handlmg7 tf yes cite law or l'egulauon
X é . ‘ o '
I T L P
X T .(-l Mo, ﬂﬁs Fare®hade histoyieal o long 1ermoanspareh value? T T ‘._._..-‘_____ ST
X v Wihien ones i Iwn clon it o The Tile ok of oecessany 1o kasep Hie antoe Lile Tor o fong peces ) coreled taese docaents be
scheduled separatelv?
I O R T T Ty —
g. Is the information contained in this saries ever analyzed and/ot recorded in a summarized report?
X _ M yes, attach copy.
h. ts lhere ; a;;;fncanon;f this senes 4;17vezliafhce or in a;;u;;;;zr_o—fhce or agency;'_ T T T T T T
X If yes, where?
|| x| i tsthis series for @ majorgportion of i) regutarly microfimed? — T T T
|| x [ i Doesthe record series césult in a computer printout? "~ " N e
5. Retention Requirements The following requires the saries to be kept |
a. State Law —_— . years, d. Audit period —_—— - = - Years.
b. Statute of limitation e . Y@BTS. e, Administralive need —_- . years,
¢. Federal law — . Ye&TS, f. Federal retention instructions :’: . yBars,

16. Approved Disposition Instructions This agency racommends that Ihe file series be cut oll al the end of BdCh
[} Cotendan Year; ! Fiscal Year; M Other __Qes. ‘fsbﬂl)\!’___,_ ——— et . then,
03 Hold in the current filesarea ______ . ____monthls) — . vyearls}; then

-

' e Conjoleim 721, M,fﬂ?}?
Attach copy or excert of laws or regulations. Expluin administrative need.

umit gom. ID-¥  Yujw

[ Teanster to local holding area; hold
] Transfer to State Records Center; hold year(s); then .
O Destroy. . v

[t

e ... yearls); then

{3 Transter 1o State Archives f6¢ parmanent retention,
X Other (Specify!

Hold in current. files area until Board Acceptance of Contract of
successful bidder or flnal payment under said contract.

Then: transfer to Authority Records Center.  Hold for three
years past completion of MARTA project; then destroy.

These instructions apply to ali prior and fulure accumulations ol the senes

{Indicate briefly rationale Tor reconunandation, above /o wiite addmonat 1emarks):

17

APPROVALS
pproved B A

iz /.

Approvod MARTA Management Advisory Commitiae Date
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